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2.11 FACULTY WORKLOAD 
 
2.11.1 WORKLOAD FOR RANKED FACULTY 
 
In accepting a letter of intent or contract, each ranked faculty member agrees to the following 
rules regarding workload: 
 
1. To devote their full-time and best efforts during the periods of their appointments to 
performing the specified duties in their letters of appointment and to carrying out other 
duties assigned to them in accordance with the applicable provisions of the Faculty Handbook. 
 
2. Not to accept or engage in any other employment or activity, whether paid or unpaid, which 
in the judgment of the President in consultation with the Dean of the faculty member’s 
School might interfere with the performance of such duties, without the prior written 
authorization of the President. All such authorizations are required for each term of 
appointment in which they are sought, and will be granted on an annual basis only. A copy 
of any such authorization must be forwarded to the Office of Academic Affairs. Faculty may 
engage in teaching, consulting or other paid activities outside the College without the prior 
written authorization of the President as long as such activities do not exceed the equivalent 
of one eight (8) hour day each week while teaching. 
3. The full-time teaching load for ranked faculty is set by the Board of Trustees. The faculty 
teaching load was last set by the Board in May 1990 at "21-22 units annually." Normally, this 
translates into six full courses in the traditional undergraduate curriculum. 
 
4. Ranked faculty are obligated to accept teaching assignments for which they are qualified, as 
assigned by the College. 
 
5. Ranked faculty will post and hold a reasonable number of office hours to accommodate the 
schedules of students and advisees. These hours should be increased at peak times when 
advisees and other students are required to meet with faculty, e.g., preregistration, 
registration, drop/add, etc. Faculty teaching courses for which office hours are impractical 
must make themselves available for consultation with students to a reasonable extent 
through other appropriate means. 
 
6. Ranked faculty are expected to attend departmental and committee meetings, general 
Academic Senate meetings, Commencement, and other special convocations.  
 
7. Ranked faculty are also expected to assume various other duties related to their role as 
faculty. Such duties may include student advising, supervision of independent studies, service 
on School and College committees, instruction substitution for faculty colleagues, 
participation in student recruiting events, etc. If a faculty member, chair, or Dean perceives 
that the number of such duties in the aggregate is unreasonable, they should discuss this 
matter with the appropriate party to determine if an adjustment in the person’s workload is 
warranted. In the case of instruction substitutions in excess of one week, following review 
and approval of the appropriate Dean and the Provost, substituting faculty will be 
compensated at a rate to be determined in prior consultation with the Human Resources 
office.  
 
2.11.2  WORKLOAD FOR NON TENURE-TRACK FACULTY 
 
1. The non-teaching workload for Visiting Faculty will be proportional to the extent of their 
instructional duties, and otherwise similar to that of ranked faculty in section 2.11.1 
(Workload for Ranked Faculty) subsection (7). 
 
2. The non-teaching workload for Adjunct Faculty will be proportional to the extent of their 
instructional duties, and otherwise similar to that of the ranked faculty. 
 
3. Lecturers will hold office hours or make themselves equivalently available to students 
through other means appropriate to the program, and will attend meetings as required by 
chairs or program directors.  
 
2.11.3 ACADEMIC ADVISING 
 
Saint Mary's College recognizes that guidance and education are inseparable, and considers 
academic advising to be an extension of the teaching responsibilities of its faculty. Accordingly, 
all full-time faculty members are assigned a group of advisees. Faculty advisors are supported by 
the Office of Academic Advising and Achievement. Advisors are expected to make themselves 
available to these advisees on a regular basis and should familiarize themselves with the academic 
requirements of the College and its departments to assist students in formulating short- and 
long-term goals. All faculty are responsible for making themselves available to offer advice to 
students in their classes. As a faculty advisor, a faculty member is responsible for academic 
program planning, referral of advisees to other sources of assistance when appropriate, and 
making contact with students in academic difficulty when receiving notification from the Office 
of Academic Advising and Achievement. The promotion and tenure process takes student 
advising into consideration. 
 
2.11.4 OFFICE HOURS 
 
All faculty are required to hold regular office hours. Office hours should be posted and regular, 
and sufficient for the number of advisees assigned. These hours should be increased at peak 
times when advisees and other students are required to meet with faculty, e.g., preregistration, 
registration, drop/add, etc. Faculty teaching courses for which office hours are impractical must 
make themselves available for consultation with students to a reasonable extent through other 
appropriate means. 
 
